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Navigating and Maintaining your CDOT Vendor Portal Account 

 

As soon as you have created your CDOT vendor portal account, there are a number of things that you 

can see and steps you can take to maintain your account, determine if you are currently pre-qualified or 

registered to submit bids/proposals to CDOT and/or create and submit request responses to CDOT bids, 

statements of interest.  Please see the CDOT Business Services website for additional detailed 

instructions on the pre-qualification/registration processes.  https://www.codot.gov/business 

 

All of the navigation links are located on the left side of the initial portal screen 

 
 

Supplier Self Service is the main page for your account.  From here, you can click on the following links 

to get additional information: 

 

• Maintain your account using these links 

o Create User 

o Find User 

o Own Data 

 

• Determine whether you are eligible to bid for CDOT work by clicking on the 

 tab 

 

• Locate CDOT RFx’s (requests for information, bids, statements of interest, 

prequalification/registration forms, etc. by clicking on the  tab. 

 

Note:  CDOT strongly recommends having more than one user account set up for your company in the 

event the original account creator is unavailable or leaves the company. 

 

Let’s look at each of these links/tabs in detail. 
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Maintain your CDOT portal account 

 

You can maintain your CDOT vendor portal account yourself.  The individual who created your portal 

account is automatically assigned an administrator role for your account.  This individual can then create 

additional users for your company, locate and change user information and change his/her own data. 

 

Create a New User 

To create additional users for your company’s portal account, click on the link. 

 

1. Fill in the General Information section: 

 
 

• User Name – create a unique username for the new user.  Note this cannot be changed once it is 

created. 

• Enter a password (must be a minimum of six characters) 

• Confirm the password. 

• Note when the new user signs in with this user name and password, he/she will be asked to 

change the password to something that only they will know. 

• Form of Address (Mr./Ms.) 

• First Name – new users first name 

• Last Name – new users last name 

• E-mail Address – new users company email address 

• Note Country will default to USA and Language will default to English.  These can be changed, if 

desired by clicking on the down arrow in each field and searching for the desired 

country/language. 

• The Company name will automatically default from the main company portal account 

information and cannot be changed. 

• There is a single role for your vendor portal account, you do need to assign the role in order for 

the new user to be able to access and work in their account.  To assign the role, click on the 

select/deselect icon to the left of the Role field.    This will highlight the role titled: 

Z_CDOT_SUPPLIER_ADMIN. 
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2. Fill in the Contact Information section: 

 
 

• Telephone:  This is the new users telephone number 

• Fax:  This is the new users fax number 

• Number:  This is the employee number/ID, if desired 

• Department:  The is the new users department within your company 

 

 

3. Fill in the Settings section: 

 
 

• Date Format:  The date format will default from your main company account data, this can be 

changed by clicking on the dropdown arrow and clicking on a different selection.  The default for 

US is DD.MM.YYYY. 

• Decimal Format:  The decimal format will default from your main company account data, this 

can be changed by clicking on the dropdown arrow and clicking on a different selection.  The 

default for US is 12,345,687.90. 

• Time Zone:  The time zone format will default from your main company account data, this can 

be changed by clicking on the dropdown arrow and clicking on a different selection.  The default 

for Colorado is Mountain Time (Denver). 

• The Save UI Settings checkbox is automatically clicked and will allow the system to automatically 

save your Format settings. 

 

Click the Save icon, just above the General User Information section to save the new user data.  It may 

take a minute or two for the system to process.  When complete, the Save button will change to a 

Process button and the user information will change to display mode. 
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You can validate that the user was created successfully by clicking on the link.  Click the Find 

icon to display a list of your company’s user accounts. 

 
 

A list of your users will be displayed 
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Find User 

To maintain your company’s user accounts, click on the link.  Click the Find icon to display a 

list of your company’s user accounts. 

 
 

A list of your users will be displayed 

 
 

There are several icons that will allow you to maintain each individual user account: 

 

The display icon   allows you to view the account information without being able to change the 

data.  Note the data fields are greyed out and you can’t change the data. 

 
 

The change icon  allows you to edit the account information.  Note the data fields are open and 

you can change the data.  As mentioned earlier, you cannot change the username nor the company 

name fields.  Be sure to click the Save icon  to save your changes.  
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The copy  icon  allows you to copy a user account to create a new user account.  You will still need 

to complete the same fields as when creating a new user and you will also still need to select the role to 

assign it to the new user.  .  Be sure to click the Save icon  to save your changes 

 

 
 

 

In the event an individual leaves the company, you can delete their portal account by clicking the delete 

 icon.  The system will ask you to validate that you want to delete the account.  Click the Delete 

User  icon to complete the deletion. 

 
 

The user account no longer appears in the list 

 
 

 

In the event you wish to temporarily suspend a user’s account you can lock the account by clicking the 

lock  icon.   

 

You can see that an account is locked by noting the red X to the right of the username  

 

This can then be reversed by clicking on the unlock  icon. 

 

You can see that an account is unlocked by noting the green check to the right of the username 

 



7 

 

Own Data 

An individual user can maintain his/her own account data by clicking on the Own Data  link. 

Click the process icon to open the data in edit mode: 

 
 

 

The individual can then change most fields, except User Name and Company.   Be sure to click the Save 

icon  to save your changes 
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Determine whether you are eligible to bid for CDOT work 

You can determine if you were previously registered or pre-qualified with CDOT to submit 

bids/proposals by clicking on the Pre-Qualification Status  tab. 

 

Many of our current CDOT vendors are already registered or pre-qualified to submit bids/proposals.  A 

date by the type of registration or pre-qualification will be displayed.    In the event there is no Valid Up 

to date by the type of bidding your are interested in, you will need to submit a response to CDOT to 

become registered/pre-qualified.  Please see the CDOT Business Services website for additional detailed 

instructions on the pre-qualification/registration processes.  https://www.codot.gov/business. 

 

 
 

Locate CDOT RFx’s (requests for information, bids, statements of interest,  

prequalification/registration forms 

 

To locate current bids and/or pre-qualification or registration forms in the CDOT vendor portal click on 

the RFx and Auctions  tab.  Please see the CDOT Business Services website for 

additional detailed instructions on locating and submitting bids through the CDOT vendor portal.  

https://www.codot.gov/business. 

 

 


